WebT%Ds

Web-based Time and Attendance Distgibu S,ystem’
Process to Donate Leave - EMPLOYEE v
Where: Employee Leave Balance page
Who: Employee

Timeframe: Anytime during pay period

Purpose:

An employee may donate their accrued or restored annual leave to any Federal employee on the
Voluntary Leave Share program.

Policy:
e Donations may be made:
1. Within NASA
2. Outside NASA
OR

3. Emergency transfer declared by the President (i.e., Hurricane Katrina, etc.). A leave
pool is used by those employees affected by the emergency
¢ The maximum number of use/lose annual leave hours a Leave Donor may donate is the lesser
of the following:
1. No more than half the accruals earned in the current leave year
2. No more than the number of hours remaining in the leave year for which he/she has
time to take leave.
The employing agency may waive these limitations under special circumstances
The minimum leave amount an employee may donate is one hour
Employees may not donate leave to their immediate supervisor
Once approved, a leave donation is not revocable

Request Procedure to Donate Leave inside NASA:

1. From the employee Leave Balance page, click on the “Donate Leave within NASA” link.

LEAVE FORM REQUESTS for

ICreate Request for Advance Sick Leave Donate Leave within NASA ‘View a list of curent NASA VL TP recipients
[Create Request for Voluntary Leave Transfer Program (VLTP) Donate Leave outside NASA

Donate Leave - Emergency Transfer Program
List Pending Leave Form Requests

List Historical Leave Form Requests
Visit Online Support for Additional Information on these processes
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2. Follow the steps below:

a. Allfields are required

b. After completion click CONTINUE. If errors are applicable, they will be displayed at the top
of the screen
i. Note: The SUBMIT REQUEST button will not be available until all errors are corrected.

If necessary, correct errors and click CONTINUE.

c. Review information for accuracy, read the certification and privacy act statements, and
check the box if you agree to the Terms and Conditions.

d. Click SUBMIT REQUEST (located beneath the privacy act statement)

Request to Donate Annual/Restored Leave for

New Leave Request List Pending
Initiated by: BT
Status: Unknown

|

All felds are required. Please read the Limitations on Leave Donations from the Office of Personnel (0PM).
Limitations on Leave Donations,
In any leave year, an employee may donate not more than one-halfof the amount of annual leave he or she the leave year. useor loe" anusl cave may dosteth eserofon-haf ofhe annual eavshe orshe wouk accrue i aeave yer o the mumber of hwrsrining i the leaveyoar o
which he or o work apply t e e by an employee ooy hoVLTP o agency leave bark progra
Amount of ANNUAL LEAVE to be donated
Amount of RESTORED ANNUAL LEAVE to be donated

O Current Leave Year
If the hours | donate are returned unused, | prefer the hours to be returned in one of the following: N
© NextLeave Year

Name of individual to whom leave is being donated [ | NASAVLTP recipients

Center of individual [ |

Relationship (if any) to whom leave is donated [ |

Comments (include justi

500/ 500

Request to Donate Annual/Restored Leave for

Leave Request Number: DL:}' ?:1:-'15-.
Initiated by:
Status: Initiated

This request may be submitted. Please review the Certification and Privacy Act statements at the bottom of this form. After review, click the Submit Request button located at the bottom of the form. |

|

Al fields are required. Please read the Limitations on Leave Donations from the Office of Personnel (OPM).
Limitations on Leave Donations

In any leave year, an employee may donate not more than one-half of the amount of he or she would the leave year. s orlose”annuallave may donte the lsser of ne-taf o the annual eave e or she weuid acrue naleave year o the numberof hours remaining i the leve year
o which he brsha's acheduiad 1o work and receive pay. These imitations apply 0.3 combined foal amount of annual e et by an employee under the VLTP and an agency leave bank prograi

Amount of ANNUAL LEAVE to be donated [40.00
Amount of RESTORED ANNUAL LEAVE to be donated

®  Current Leave Year
If the hours | donate are returned unused, | prefer the hours fo be returned in one of the following:
O NextLeave Year

Name of individual to whom leave is being donated [Jonn smith | Viewa ist of current NASAVLTP recipients
Center of individual [Ha ]
Relationship (if any) to whom leave is donated [None |

Comments (include justi

500/ 500

Request Number Dlovee Status Number of AL Hours Number of RL Hours Changed On
0001040 Initiated 40.0 00 1110512015 14:24:53
210001949 Initiated 400 00 1110512015 14:25:20

Certification: Privacy Act Statement: [

[ 1 agree to the Terms and Conditions.

Submit Request
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Web-based Time and Attendance Di'bu [OR-System

N\

3. After submitting the request, a success message will display. At this point, the request can be
withdrawn or comments can be applied to the request. To apply comments, type within the

Comments section of the request; when finished, click APPLY COMMENTS. The comments can
be reviewed by the NSSC Payroll office.

©. WebTADS na wesTa08 atush Teuing)

e it 1 s e}

Request to Donate Annual/Restored Leave for

Leave Brequest Mhamber: 1000 62188 (-]

wmated by List M oraal
SLBaAC Pandng NP0 Rpdew

| This request has been submitted successtully.

|
q[m&ul T |

4. The employee will receive an email notification that the request has been submitted and when the
request has been approved by the NSSC Payroll Office.
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1. From the employee Leave Balance page, click on the “Donate Leave outside NASA” link.

Request Procedure to Donate Leave outside NASA:

LEAVE FORM REQUESTS for

[Create Request for Voluntary Leave Transfer Program (VLTP) Donate Leave outside NASA

ICreate Request for Advance Sick Leave I Donate Leave within NASA View a list of cument NASA W TP recipisnts

Donate Leave - Emergency Transfer Program

List ing Leave Form

List Historical Leave Form Requests

Visit Online Si for Additional ion on these

2. The leave form displays with accrued leave as of the last pay period pre-populated (data gathered
from FPPS). Follow the steps below:

a. Allfields are required

b. After completion click CONTINUE. If errors are applicable, they will be displayed at the top
of the screen
i. Note: The SUBMIT REQUEST button will not be available until all errors are corrected.

If necessary, correct errors and click CONTINUE

c. Review information for accuracy, read the certification and privacy act statements, and
check the box if you agree to the Terms and Conditions

d. Click SUBMIT REQUEST (located beneath the privacy act statement)
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Request to Donate Annual/Restored Leave Outside Agency for

New Leave Reauest
Initiated by:
Status: Unknown

List Pending
List Historical

Al fields are required. Please read the Limitations on Leave Donations from the Office of Personnel (oPM).

Limitations on Leave Donations

In any leave year, an employee may donate not more than one-half of the amount of annual leave he or she would accrue during the leave year. An employee with "use or lose” annual \ezve may donate the lesser of one-half of the annual leave he or she would accru
she is scheduled to work and receive pay. These limitations apply to a combined total amount of annual leave donated by an employee under the VLTP and an agency leave bank prograr

Amount of ANNUAL LEAVE to be donated
Amount of RESTORED ANNUAL LEAVE to be donated

Amount of annual leave acerued as of end of last pay period 8400

O current Leave Year
I the hours I donate are returned unused, | prefer the hours to be returned in one of the following:

O Next Leave Year

ame of ASA contact whocan provid furter intormation \

Telephone Number IXXX- XXXX

c its (includ

500/ 500

[Request Number Employee Status Number of AL

Privacy Act Statement:

Relationship of leave donor 1o leave recipient (if any)

Leave recipient's name

Agency

Agency's address

Agency’s city

Agency's state

Agency's zip

Name of Qutside agency contact who can provide further information
Address

Address

Telephone Number

Fax Number

Changed On

[o0G0000X

[pooooc0ood

hanged By

Request to Donate Annual/Restored Leave Outside Agency for

Luve R:quest Number: 2100-01950 [E [F

Stahls. Initiated

ListPending
List Historical

This request may be submitted. Pl the G

and Privacy Act

at the bottom of this form. After review, click the Submit Request button located at the bottom of the form.

Al filds are required_Please read the Limitations on L. he Office

Limitations on Leave Donations.
I any leave yesr, an employes may donste
|: under the VLT and an sgency leave bank program.

employes with "use or lose”

o lesve he or she would scerue in s leave. rof

in the leave year

Amount of ANNUAL LEAVE to be donated

Amountof RESTORED ANNUAL LEAVE {0 be donsted

Amount of annust leave scorued as of end of last pay period a0

Relationship of lsave donor o leave recipient (if any)
Leave recipients name.

Ageney

john Smith

Raeney's address
. © cument Lesve vear
e e tolowing Ageney's iy
O Nextieave vear

Agency’s state

Name o NAs# contact e can prvid e narmaion s
Tetephone Numser .
s
.
City
sae
2

Telephane Number

Fax Number
5007500
Employet Number of RL Hours Changed On
FIOS, JOSEPH L 400 00 410572015 14:38:50
RI0S, JosEPHL a0 1110572015 14:39:58
RIS, JOSEPH L 0 1110572015 14:40:17
o 1110512015 14:40:20

Privacy Act Statement:

[ 1agree to the Terms and Conditions.

[111 MDA Street
[Funtsvite

[Jane Smitn

L

[1234 MDA Sireet

e
o

Changed
“ADIN(TD1). SYSTEM (425)

'ADHIN(101). SYSTEM (425]

‘Submit Request
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3. After submitting the request, a success message displays. Employees may review the OPM Form
630B by clicking the PDF icon. Notice many fields are pre-populated. All pre-populated fields are
generated from data received from the Federal Personnel & Payroll System (FPPS). Questions
should be directed to the NSSC Contact Center at 877-677-2123 or
NSSCcontactcenter@nasa.gov. At this point, the request can be withdrawn or comments can be
applied to the request. To apply comments, type within the Comments section of the request;
when finished, click APPLY COMMENTS. The comments can be reviewed by the NSSC HR office
and the NSSC Payroll office.

o webTADs MSFC (WebTADS slluth Teating) ikt terer Ly uteon sl ¥y on ORIV
My Torseaturat Drlirse Suggecdl Logoat

Request to Donate Annual/Restored Leave Outside Agency for

] Lot Perdesg
Loarve Roquesl Mumber, 70000767 E E Lt

Irtisbed by
St Panang 10 Reses

| This request has been submitted successtully.

#lm»l [ esh Commaets ]

4. The employee will receive an email notification that the request has been submitted and when the
request has been approved by the NSSC Payroll Office.

Request Procedure to Donate Leave — Emergency Transfer Program:

1. From the employee Leave Balance page, click on the Donate Leave — Emergency Transfer
Program request form.

LEAVE FORM REQUESTS for

ICreate Request for Advance Sick Leave Donate Leave within NASA View a list of cument NASA W TP recipisnts
[Create Request for Voluntary Leave Transfer Program (VLTP) Donate Leave outside NASA

‘Dom Leave - Emergency Transfer Program
List ing Leave Form

List Historical Leave Form Requests

Visit Online Si for Additi ion on these
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2. Follow the steps below:

a. Allfields are required

b. After completion click CONTINUE. If errors are applicable, they will be displayed at the top

of the screen

i. Note: The SUBMIT REQUEST button will not be available until all errors are corrected.

If necessary, correct errors and click CONTINUE

c. Review information for accuracy, read the certification and privacy act statements, and

check the box if you agree to the Terms and Conditions.
d. Click SUBMIT REQUEST (located beneath the privacy act statement)

Request to Donate Annual/Restored Leave for Emergency Transfer Program for

List Pending.
New Leave _Reauest N
Initiated by:
Status: Unknown
‘
Allfields are required. Please read the Limitations on Leave Donations from the Office of Personnel (0PM).
Limitations on Leave Donations
In any leave year. an employee may donate not more than one-half of the amount of annual leave he or she would accrue during the leave year. An employee With "use of lose” annual leave may the annual leave he or she woLld accrue in a leave year or the number of hours remaining in the leave year for which he o she is
seheduied to work and raceive pay. These limitations 2pply to a combined total amount of annual leave donated by an employee under the VLTP and an agency
Amount of ANNUAL LEAVE to be donated 000
Amount of RESTORED ANNUAL LEAVE to be donated 000
Major disaster or emergency deciared by President

O current Leave Year
I the hours | donate are retumed unused, | prefer the hours to be returned in one of the following:
O NextLeave Year

Comments finclud

5007500

[Request Number Employee Number of AL Hours Number of RL Hours Changed On

Privacy Act Statement

Changed By

Request to Donate Annual/Restored Leave for Emergency Transfer Program for

Leave Request Number
Initiated by:
Status: Initiated

List Pending
List Historical

This request may be submitted. Please review the Certification and Privacy Act statements at the bottom of this form. After review, click the Submit Request button located at the bottom of the form.

Al fields are required. Please read the Limitations on Leave Donations from the Office of Personnel Management (OPM).

Limitations on Leave Donations

In any leave year, an employes may donate not more than one-half of the amount of annual leave he or she would accrue during the leave year. An employee with “use o lose” annual leave may donate he lesser of one-half of the annual leave he or she would accrue in a leave year or the number of hours remaining in the leave year for which he or she is
0 ese [ ibined total v loyee under the VLTP

scheduled to work and receive pay. amount of annual by

Amount of ANNUAL LEAVE to be donated 4000
Amount of RESTORED ANNUAL LEAVE to be donated 000
Major disaster or emergency declared by President Hurricane

@®  Current Leave Year
If the hours I donate are returned unused, | prefer the hours to be retumed in one of the following:
O NextLeave Year

omments (include

500/ 500

Request Number Employee Status Number of AL Hours Number of RL Hours Changed On
[FnEED RIOS, JOSEPH L Initiated 40.0 0.0 111062015 14:44:43
2100-01951 RIOS, JOSEPH L Initiated 40.0 0.0 111052015 14:45:02.
Certication: Privacy Act Statement;

Changed By
"ADMIN(101), SYSTEM (425)
ADMIN(101), SYSTEM (425)

[ 1 agree to the Terms and Conditions.
‘ ——
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3. After submitting the request, a success message displays. At this point, the request can be
withdrawn or comments can be applied to the request. If request is withdrawn comments are
required. To only apply comments, type within the Comments section of the request; when

finished, click APPLY COMMENTS. The comments can be reviewed by the Approver, the NSSC
HR office and the NSSC Payroll office.

B WebTADS vLaac WebTADS sfuth Tosting)

Vi e

Request to Donate Annual/Restored Leave for Emergency Transfer Program for

Lint Pendeg
lu-u:uunmmmn@ I
SR P enang 190 Reden

| This request has been submitted successtully,

ﬁ[\mn] | Apeity Commants |

4. The employee will receive an email notification that the request has been submitted and when the
request has been approved by the NSSC Payroll Office.

DOCUMENT HISTORY LOG
Author Date Description of Change
Jessica Rousseau 11/05/2015 | Update wording and screen prints
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